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business hours as provided in para-
graph (a) of this section. OPIC encour-
ages appointments to be made at least 
one week in advance and for a re-
quester to provide at least three pre-
ferred appointment times; and 

(5) Include an agreement to pay fees 
or an agreement to pay fees up to a 
specified amount under § 707.27. A re-
quest that does not include an agree-
ment to pay fees will be considered an 
agreement to pay fees up to $25.00. 

(c) Verification of identity. Prior to 
providing any requested information 
about an individual, the Director of 
Human Resources Management shall 
verify the identity of the individual. If 
the requester is acting as the guardian 
of the individual who is the subject of 
the records, the Director will also 
verify the identity of the individual 
who is the subject of the records, the 
relationship between the requester and 
the subject individual, and that the re-
quester is acting on behalf of the sub-
ject individual. In order to verify iden-
tity, the Director shall require the in-
dividual to provide reasonable proof of 
identity such as a valid driver’s li-
cense, identification card, passport, 
employee identification card, or any 
other identifying information. The Di-
rector shall deny any request where 
she determines, at her sole discretion, 
that the evidence offered to verify the 
identity of an individual is insufficient 
to conclusively establish the identity 
of the individual. 

(d) Release of records. Originals and 
record copies will not be released from 
the files of OPIC. Individuals will not 
be permitted to disturb any record files 
or to remove records from designated 
place of examination. If copies were re-
quested in the request letter, copies 
will be furnished upon payment of the 
fees prescribed in § 707.27. 

(e) Denial of request. If the Director of 
Human Resources Management de-
clines any request submitted under 
this section, the denial will be made in 
writing and contain a brief description 
of the denial. Denials include a deter-
mination that an individual has not 
provided adequate evidence to verify 
identity under paragraph (c) of this 
section, a determination that the 
record cannot be located, and a with-
holding of a record in whole or in part. 

In the event of a denial, the requester 
may file a written appeal within thirty 
days of the date of notification, fol-
lowing the procedures in § 707.25. 

§ 707.22 Requests to permit access of 
records to an individual other than 
the individual to whom the record 
pertains. 

(a) Access by an authorized individual. 
An individual requester who wishes to 
be accompanied by another individual 
when reviewing records pertaining to 
the requester must provide OPIC with 
a signed, written statement author-
izing discussion of the information con-
tained in the records in the presence of 
the accompanying individual. Both 
parties will be required to verify their 
identity under § 707.21(c) before access 
is granted. 

(b) Release to an authorized individual. 
An individual requester who wishes to 
have copies of records pertaining to the 
requester released to another indi-
vidual must provide OPIC with a writ-
ten statement authorizing release of 
the information contained in the 
records to the other individual. The 
identity of the individual to whom the 
record pertains must be verified under 
§ 707.21(c) before release is authorized. 

(c) Access or release to parent or guard-
ian. Guardians will be provided access 
or copies under the provisions of 
§ 707.21. 

§ 707.23 Requests for amendment of 
records. 

(a) How to submit. Unless a record is 
not subject to amendment, per para-
graphs (g) and (h) of this section, an in-
dividual may request an amendment of 
a record to correct information the in-
dividual believes is not accurate, rel-
evant, timely, or complete. The request 
must be in writing, labeled ‘‘Privacy 
Act Request,’’ and should be addressed 
to the Director of Human Resources 
Management. The request may either 
be mailed to OPIC or delivered to the 
receptionist at 1100 New York Avenue 
NW., Washington, DC 20527, during reg-
ular business hours, between 8:45 a.m. 
and 5:30 p.m., Monday through Friday, 
excluding public holidays. The request 
will be considered received when actu-
ally delivered to or, if mailed, when it 
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